USER MANUAL

Rev 1 s
CDCR Juvenile Justice Division Z\ Division of

Youth Phone Call Log in WIN e | 3

L
T
7 oy canit®

Table of Contents

Section Page
INTRODUCTION 2
Where to log Youth phone calls 2
Using the WardMaster Contacts TAB 3
Creating a new record (WM Contacts TAB) 4
Double-clicking a record (WM Contacts TAB) 8
Print Phone Log button (WM Contacts TAB) 8
Using the Selection pop-up (WM Contacts TAB) 9
The Youth_PhoneCall_Log palette 10
Youth_PhoneCall_Log Menu Items 11
Srch by Date (Find menu) 11
New Record (Task menu) 12

Compliance Log (Report/Forms menu) 12



USER MANUAL

Rev 1 s
CDCR Juvenile Justice Division £l Division of

Youth Phone Call Log in WIN e | 3

In response to Senate Bill 518b, section 224.71 (q), youth are entitled “to make at least two free
telephone calls within an hour after initially being placed in a facility” Executive Memorandum dated
December 31, 2007, by Sandra Youngen, Director of Juvenile Facilities, extends this benefit to include
two direct telephone calls within twenty four hours after transfers between facilities. In addition, AB
1300 requires staff to provide an opportunity for a minimum of one collect call weekly with a minimum
of three attempts per completed call. Weekly mandated collect calls are to be considered a minimum
standard. Additional calls may be awarded as identified in the Ward Incentive Program, for casework
needs, and visiting restriction notifications.

Per current policy, staff are required to maintain a Youth Phone Call Log containing individual WIN
Youth phone records, documenting completed and incomplete youth phone calls. The Youth Phone Call
Log has been built into WIN (Ward Information Network). All logging of such calls will take place in

the WIN database from this date forward. This user manual will serve as a guide on how to log these
and other Youth phone calls into WIN.

Where to Log Youth Phone Calls
Youth phone calls can be logged into WIN in two places:

1) In the new Youth_PhoneCall_Log palette (fig. 1a, 1b)
2) On the Contacts TAB of any Youth WardMaster record (fig 2).

Fig. 1a

Youth_PhoneCall_Log

.
Fig. 1b
D Youth_PhoneCall_Log 4 of 6 H=E3
Youth Phone Log Last 7 days
Mame A Hum | Asnd LU | Tmp LU | Date Fhone Hum Contact Cat Status Comments
AGUILAR, Daniel Yer | 82058 |Angeles 03/06;/08 Weekly Call | Completed
AGUILAR, Daniel Yer | 82058 | Angeles 03/11/08 (111)111-1111 |Unknown MNew Arrival C| Completed
AGUILAR, Daniel Yer | 82058 |Angeles 03/11/08 (549) 434-9454 Brother Weekly Call |Completed mistake record
AGUILAR, Daniel Yer | 82058 |Angeles 03/08/08 (444) 333-3333 sister MNew Arrival C| Completed
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4 WardMaster: 445 of 4,130

AGUILAR, Daniel Ventura 82058 | | |£ ut |! |!

Cswrk | CshiteProts | WI1| Mov | DDMS/UOF | ARP | ED | Brd | CCATI| Contacts :Rel YAACPar | BekGnd | GIC | Hith | Com || Prop | Spl <_ >

General Comments About Visitors, Other Contacts

Contacts Phone Call Log
[ Print Yisitor List ] [ Print Mail Log ] [ Add New Record ] [ Print Phone Log ]
[Create Canceled isit Note(s)| [_Print Phone Log | [ Print Address Sheet | | [Ai[ RECORDS ™| Serection |

Marme Al Relation Bge | Comrmernt Category Status
|
HMews Arrival Call |Complet |
Sauceco, hary hathier o .
HMews Arrival Call Comnplat
Monica Saucedo sister ke |
Weekly Call Complet |
Christona Saucedo sister 25 T
Weekly Call Comnplat
Juanita Flores sister 4 .
Daniel . Aguilar s0n 2 |
Celia Ferreira girlfriend i I
< >
Mail Log Tracking
- ] [ 4UNDER CONSTRUCTION}
. LIV

Screen_ 0074

Using the WardMaster Contacts TAB

On the right side of the Contacts TAB in any WardMaster record, you can see the Phone Call Log
(fig. 3)

Fig. 3

Phone Call Log

[ Add New Record ] [ Print Phone Lag ]

[ALLRECORDS  »| Sefection
ECaII Date Category Status -i
%3,!'11,!2008 Mew Amival Call _Complet |
;3,!'9!,?2008 Mew Amival Call | Cornplet
!3,!'6,!'2008 Weekly Call _Complet
El,IZ,I?lJDS Weakly Call |Complet

~
v
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In the phone logging system, a user can do four things:
a) Create a new Phone Call Log record.
b) Double-click any record to show the record detail
¢) Change the display to show only records of a certain category.
d) Print a Youth “Log” or history.

Creating a new record (WM Contacts TAB)

To log a new record in the Phone Call Log, the user simply clicks on the New Record button. Once
clicked, the user is presented with a dialog that asks to confirm the creation of a new record (fig. 4)

Fig. 4

'y Create a new Phone Call Log record?

I
—

[ Cancel ] [ a4

Once confirmed, an input form is presented and must be completed before saving (fig. 5).

Fig. 5

AGUIRRE, Carlos 86803  Yosemite New Record ! !

Date of Call  [iaz1m8 Comments
Phone # |

Contact |

Category | Manciated Call v

Status jcongieted il

Logged By |Frank Goadner

[ JDirest_call
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The date the call was given is the first field. By default, WIN puts in today’s date. This date can be
changed if necessary.

Staff can type in dates up to 10 days old. Any date older than 10 days displays the following message
(fig. 6).

Fig. 6

You cannot enter a date older than 10 days aga!

EE]

Any date typed that is a future date is also denied and displays the following message (fig. 7).

Fig. 7

‘fou cannot enter a date greater than bodaw!

=]
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The next two fields are Phone# and Contact. The user simply types in a phone number and contact
name (person who is called) if desired. Currently, these fields are not required by WIN.
The next field is Category (fig. 8).

Fig. 8
AGUIRRE, Carlos 88803 Yosemite New Record I. I.

Date of Call 342 1/2008 Comments
Phone # |

Contact |

Category

Al Il Cal

Logged By Cazevwark Call
wWard Incentive Cal

[ JDirect_call

Current legislation requires that staff use two of these category choices; Initial Call and Mandatory
Call. Youth are entitled to two initial calls within the first 24 hours of arrival to a facility or camp. The
Mandatory Call category should be used for all subsequent Mandatory Calls given to Youth for legal
compliance.

NOTE: When the category Initial Call is selected, the field Direct Call is automatically checked and
cannot be edited (fig. 9). Policy states that both initial calls are to be direct calls. In all other categories,
staff can edit this field and must select the appropriate type of call. Not checking this box means that the
call was made from a pay phone.

.
Fig. 9
AGUIRRE, Carlos 88803 Yosemite Hew Record |. I.
Date of Call  [3/721/2008 Comments

Phone # (232)555-5555
Contact Mother

Category

Status Completed P

Logged By Frank Goedkner
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ALL OTHER CATEGORIES IN THE LOG ARE TO BE CONSIDERED IN ADDITION TO THE
ABOVE REQUIREMENTS. These additional categories include:

Ward Incentive Call is to be used for all calls awarded by the Ward Incentive system.

Casework Call (staff required call) is to be used for calls staff require. Examples would be casework
related calls, counseling related calls, canceled visit notification calls, or any kind of phone call that staff
initiate for security, treatment or education purposes.

The next field is Status (fig 10).

Fig. 10
AGUIRRE, Carlos 86803 Yosemite NewPeroed | : = |!|!

Date of Call 3/21/2008 Comments
Phone # |
Contact [

Category Mandated Call v.-
Status i
Logged By

Declined
[ ] pirect_call

Staff must record the STATUS of all phone calls given to Youth when logged intoWIN. There are three
possible STATUS selections:

Completed should be selected when the Youth made contact with someone at the other end of the line.
Staff should use their best judgment to determine if this occurred.

Incomplete should be selected when staff determine that no one answered the phone at the other end of
the line during a Youth phone call attempt.

Declined should be selected when a Youth declines to make a phone call when given the opportunity to
do so by staff.
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The next field is Logged By. This field is the name of the person who created the record and is stamped
automatically. Staff cannot modify this field.

The next field is Direct_Call. Staff are to check this box if the call was made at DJJ expense. This is
commonly called a direct call and is usually made on a staff telephone. Calls made on a pay phone
should leave this checkbox unchecked.

The last field is a checkbox called Mistaken Record. This checkbox is only visible on existing records
that were created within the last 10 days. This field is also only visible to the staff member who created
the record. Staff cannot delete Phone Call Log records. However, if the record was created by mistake,
this checkbox should be checked. Once checked, this record will appear in red in the
Youth_PhoneCall_Log output form. In addition, this record will not appear in the Youth’s Phone Call
Log in the Contacts TAB (WardMaster palette). A mistaken record will not appear in Print Phone Log
report, nor will it be considered in the Compliance Log report.

Double-clicking a record (WM Contacts TAB)

Once there are records in the display (inside the contacts TAB of any WardMaster record), a user can
double-click them to see the detail of the record. Once a user double-clicks a record, the input form
appears and may or may not be editable. If the user is the same person who created the record and the
record is 10 days or newer, the record will be editable. If the record is editable, the user has 10 days to
decide if the record was created in error or not. If a record is edited, the green save button must be
clicked in order to save any changes. After 10 days, even the author of the record cannot edit the record.
For all users other than the author, the record will always be in read only.

Print Phone Log button (WM Contacts TAB)

Fig. 11

| [ Print Phone Log

.
Fig. 12
Phone Log print options...
From To Sort by:
Tensns - 3mziz008 (%) Date

() Category, Date
O Status, Category,
Date

[ Cancel ] [ OK ]
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A phone log can be printed at any time by simply clicking the button. Once clicked, a dialog will appear
where the user can define the range of call dates to be included in the report, as well as the sort options.
There are no restrictions on how far back a user can choose to go on the date range. The default date
will always be one week ago today. However, the user can change this date. The default sort option
will always be Date. This also can be changed by the user.

Once the desired date and sort options have been selected, the user will click the OK button. WIN will
then generate the report (fig. 13).

Fig. 13
ET TE OF CALFORNR
DERLETMENT OF COEEECTIONS AND EEHOE LTATION
DRIEION OF JUWENLE JLETE E
Ward Fhanelalling Reporting Period: 30402008 - 3212008
DeWitt Nelson YCF
Frmcd ¥dmd| Lxad, F o 2, b cice)) 8 Murmibe Mxmp red Ly Ul Farrp Leang Ul
AGUIRRE, Caros aoao: ‘fose mite
Cite Logiged By Phiore Momber | Cortact Oirect Call Category Status
03212008 Frank Goe ckner | hiandated Call Completed

NOTE: Youth phone call logs are to be considered confidential. Due diligence should be practiced

when using this report. Information in this report is not to be posted in any area where other Youth may
view its contents.

Using the Selection pop-up (WM Contacts TAB)

Fig. 14
Phone Call Log
[ Add New Record ] [ Print Phone Log
ALL RECORDS B sefoction

‘ALL RECORDS
Mandated Call
Initial Call

Status

Carnplet
Casework Call
Ward Incentive Call
£ »
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By default, WIN displays all records in a Youth’s history. This selection can be changed by clicking on
the Selection pop-up (fig. 14). This pop-up displays all category options. The user can select any of the
category options, reducing the display selection down to just those records (fig. 15).

Fig. 15
Phone Call Log
[ Add New Record ] [ Print Phone Log
Mandated Call » | Solection
Call Date Category Status
1252002 Mandated Call Cornplet
2112008 Mandated Call Cornplet

A user can bring back ALL RECORDS, simply by choosing it in this pop-up.

The Youth_PhoneCall_Log palette

.
Fig. 16

Youth Phone Log Show All

Name A Mum | Asnd LU | Tmp LU | Date Fhone Hum Contact Cat Status Comments

AGUILAR, Daniel Yer | 82098 |Angeles 03/08/08 Initial Call Completed

AGUILAR, Daniel Yer | 82058 |Angeles 03/12/08 |(444) 444-4444 | Sister Mandated Cal | Completed

AGUILAR, Daniel Yer | 82058 |Angeles 03/11/08 |(555) 555-5555 | Mother Mandated Cal | Completed

AGUILAR, Jesse 20649 |Angeles 03/21/08 Initial Call Completed

Fig. 1a and Fig. 16 illustrate the Youth_PhoneCall palette. This palette can be assigned by your LAN
Manager in two forms. ALL RECORDS palette for admin staff and staff who service the entire facility.
There also exists a Living Unit selection palette. This palette will be installed for living unit staff who
only see Youth on their living units in their WardMaster palette. Just like WardMaster, the
Youth_PhoneCall_Log palette will only display Youth on their assigned living unit. Also, as in
WardMaster, the user can open an ALL RECORDS palette at any time with the alt-shift combination as
well.

As with a Youth’s phone call log in the WardMaster palette, record detail can be seen by double-

clicking any record in the output list of the Youth_PhoneCall_Log palette. The same rules apply to edit
ability.
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If a record was marked as a Mistaken Record, it will appear in red (fig. 16). These records are only
visible in this palette output list.

Youth_PhoneCall_Log Menu Items

There are three menu items available under the Youth_PhoneCall_Log palette:
-Srch By Date (Find Menu)
-New Record (Task Menu)
-Compliance Log (Report/Forms Menu)

Srch By Date

Selecting this menu item allows the user to search for Youth Phone Call log records by date. Once
selected, the user is presented with the following dialog (fig. 17).

Fig. 17
Search for records by date(s)

Search Phone Call Date

Efar /0000 {¥) Search a Date Range
{:} One particular day (Specify)
1o 00/00/00 (") On/Before This Date

() OnjAfter This Date

[ |Records created by me

[ Cancel ] [ 0K ]

This dialog is a standard WIN search by date dialog and works the same as all the others do. Users may
type in any combination of dates for record grouping. In addition to the date search, a user can check
the box Records created by me and limit the search to records only they created. Once the OK button is
clicked, the selection in the Youth_PhoneCall_Log palette will be reduced to only these records.

Page 11 Rev — 3/28/2008
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New Record

A user can create a new log record using this menu in the same way as they can in the contacts TAB of
any WardMaster record. The difference here is that a user has to type in the YA# of a current Youth
(Fig. 18).
Fig. 18

Enter a ¥A Number...

YAH 05g
Ward's Hame |#3UILAR, Daniel Ventura
Living Unit |Angeles

[ Cancel ] [ 1] 4 ]

Once a current Youth is found in the database, the Youth’s name and current living unit are displayed
and the user can click on the OK button. This will present the user with the same new record input form
described in the New Record button inside the Contacts TAB of any WardMaster record.

Compliance Log

Compliance Logs are tools used in WIN for two purposes: Self monitoring by facility staff and
compliance measures used by the DJJ Compliance Unit. The Youth Phone Call compliance log gives a
snap-shot of staff compliance in the issuance and logging of Youth phone calls. This report analyzes a
four week block of time and looks at mandated calls, as well as phone calls made during the first 24
hours of a Youth’s arrival in a facility or camp (initial calls).

Selecting the Compliance Log menu item under the Report/Forms menu will present the user with the
follow dialog (Fig. 19).

Page 12 Rev — 3/28/2008
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Fig. 19
Select a starting week...

M Eoos EHOOK

[ cancel | [ ok |

Fig. 20

8/08 | (444) 333-3333 | sister hlasafuiual C Cangplete
L 2002 hd 1.

2/08 |(222) 222-2222 |Mother g iaen | pplete
SMT W T F &

Select a starting wel

— 1
— m rﬂmi O N I B
o111z 12]14{15
1617 (12 (19 )20 )21 |22
23|34 [25 |26 )27 (22 29]
3031

— Can

The Compliance Log reports on any four consecutive weeks in the calendar. However, these must be
complete weeks that have already passed. Sunday is considered the first day of any given week. By
default, WIN will insert the date of the Sunday at the beginning of the first week, four weeks ago. This
is the most recent reporting period possible from today’s date.

Example: Let’s say that today is a Wednesday March 12, 2008. We are currently in mid-week, so the
last complete week would have started on Sunday, March 2“d, 2008. From here we can count back
three more weeks where we get our first available starting week date of February 10"™ 2008. This would
be the date that WIN will insert by default into the date box (Fig. 18).

A user can click the left arrow to increment back one week at a time. This will always be allowed.
However, if the user types in a date (or selects a date from the pop-up calendar. Fig. 20) which is not a
Sunday, they will get the following alert and the date will not be allowed (Fig. 21).

Fig. 21

‘fou selection must be a Sunday!

:
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If the user types in a date that is a Sunday, but is too recent, not allowing for four complete weeks of
reporting, the following alert will be displayed (Fig. 22).

Fig. 22

c This date must be at least Four complete weeks aga!

A

If the user selects a date that is in the future, this will also produce an alert (Fig. 23).

Fig. 23

Yiou cannot enter a future date!

4

Once a correct date has been entered, WIN will generate the report.

The Compliance Log report will only include the names of Youth who are out of compliance in either
Mandatory Calls or their initial two phone calls during the first 24 hours of arrival at the facility or
camp. Only weeks falling within the reporting period of the report are analyzed. In addition, the two
phone calls during the first 24 hours of arrival are only analyzed if this period falls within the reporting
period of the report. (Fig. 24).
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Fig. 24

=W TE OF CALFORNRA 7 2 SRR

CERARTMENT OF CO RRECTIONS AND REHAE LITATION Evaluation Period: ﬁ"lffﬂr’:

DAEIDN OF JUVENLE.JLETE E 2M7 2008 - 31152008 li, e B

Ward Phore Call 0wt OF Corpliznce Report ‘153&:_"-'-'_-:;“’
DeWitt Helson YCF

Miz=sed Mandsted Calls Miz=ed itial Calls

Marne YR | Uit Wl W2 W3 Wkd | R1 B2 T Marckted C
AGUILAR, Daniel Wentura 52058 | Angeles HEEEFEO OH 2
AGUILAR, Jezze a4 (mgeles (M OHEHE | O O 0
AGUIRRE, Carlos seans (vsemite ([ BH O E O O o
£GUIRRE, Carlos assl (mgeles (B HORHEH | O O 0
ALLEN, Maurice Davd grsel (mgeles (B HOHEH | O O o
ANERDO, dnentne maeez (mgeles (MOEHEHE | O O 0
AOERED Jose Luis 23212 | Siema HEEKE OO o
ALEREZ, Loie Michael 84162 | Lassen HEEEE OO o
AR, M Juan 79430 | Lazsen HEEEBE OO o

In the example shown in Fig. 24, The Evaluation Period for this report is 2/17/08 — 3/15/08. This means
that the Sunday of the first reporting week is 2/17/08 and the Saturday of the last week ends on 3/15/08.

Missed Mandatory Calls

The checkbox will be checked if the Youth is out of compliance. This means that the Youth does not
have a record indicating that a phone call was given during that week. Auditors should keep in mind
that this does not necessarily mean that the Youth didn’t get a call. It simply means that a record was
never created indicating so.

Missed Initial Calls

If a Youth’s arrival date does not fall within the evaluation period for this report, these two checkboxes
will remain unchecked. If the arrival date does fall within the evaluation period, WIN checks to see if
two phone calls were logged either that day or the next. If two calls were made, both checkboxes will
remain unchecked. If only one call was logged, #1 will remain unchecked, but #2 will be checked. If no
calls were logged, both #1 and #2 will be checked.

Ttl Mandated C (Total Mandatory Calls)

This figure is the total number of Mandatory Calls given to the Youth during the reporting period. It is
interesting to note that this number will not always agree with the four weekly checkboxes under the
Missed Mandatory Calls column. A Youth may not have been given a weekly phone call during the
required week. However, staff may have simply given the Youth the phone call a day or two later,
during the next week. This would amount to no calls the first week, yet two calls during the second
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week. By looking at both the weekly checkboxes, as well as the Tt Mandated C column, one could
easily see that the call was given, it was just given late. Our target is four calls a month. Our target is
also one call a week. This report will denote three compliance measures: 1) Meeting Weekly
Mandatory Call standards, 2) Meeting Monthly call standards and 3) Meeting two initial calls during the
first 24 hours of arrival standards.

The Compliance Log can be run weekly, monthly or at anytime. It is recommended that facility staff
responsible for monitoring Youth Phone Call logging develop a routine for checking compliance. DJJ
Compliance staff will be using the same report for Phone Call Log Compliance checks.

SPECIAL NOTE: It is recommended that staff utilize the comments section of each Phone Call Log
record if there are any special circumstances to note. Examples of this would be why a phone call was
give late, or why it was placed in a particular category. These notes will help in defending staff actions
with respect towards Phone Call Logs. They will also help in forming both facility and departmental
policy as patterns emerge.

- END -
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